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COURSE OVERVIEW

The Resource Advisor Training Guide is used to conduct the second part of the Module Manager
Training course. Resource Advisor training consists of hands-on and formal classroom training.
The course includes the following topics:

YV V VYV VVYVYVYVYVYYVYYVYVYY

Resource Advisor Responsibilities

Accessing Documents from the Approval Query Window
Viewing the Document Information

Viewing/Adding Notes

Viewing Supplemental Files

Viewing Approval Signatures

Viewing Signature History

Modifying the Accounting Classification

External Routing

Alternate Routing

Matching Line Item to Accounting Line

Approving Documents

Disapproving Documents

GAFS Download — Reconciling Unresolved Documents
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1.0 The Resource Advisor Role

The Resource Advisor isresponsible for budget and finance within an organization. In ABSS, the
Resource Advisor ensures applied fund cite or accounting classification data is accurate and
consistent with Air Force financial management system requirements.
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2.0 Accessing a Document for
Approval/Disapproval

Documents may be gpproved and disapproved from the Approval Query window (Figure1). This
window also alows modifications to the accounting classification data and access to both the
Supplemental Filesand Transaction Noteswindows.

2.1 Accessing A Form In The Approval Query Window

1. Loginto ABSSusing your ABSS Username and Passwor d.
2. Fromthe ABSS Main Menu window, select Business, then Financial Transactions.

3. Select Process, then Approval from the menu bar. The Approval Query window will
appear. (When entering this window, you will be in an Enter Query Mode)

4. Enter query criteriafor the form you wish to retrieve. Click the Execute Query icon (F8).
OR

4. Click the Execute Query icon (F8) to retrieve acomplete list of submitted documents for
your organization.

5. Scrall through the list of documents using the scroll bar to the left of the Document Number
field.

6. Click any document row to select that document for processing.

_[ofx
Approval Query Form | Note | Sign
Sign History Supplemental Files
ocurnent Murber F_Form _Amend _Status EEE EEIE JON Transaction Total
~| |Fuaz4zrzrzoozoz 1 [a BASIC [SUBMITTED  [000000 10,27
4343727200203 1 BASIC [SUBMITTED  [n00000 38,480
F114343727200204 0 fa BASIC  [SUBMITTED 408 24,00
FU4343727300200 ERE] BASIC [UNIT APPROVA[000000 |409 39;
| [FU4343727300201 1 e BASIC  |SUBMITTED 000000 (00000 59:
EI| G
Accounting Class Approve and Print | Approve | Disapprove r
View Match Line Iltem to Acet Line External Routing |Mnﬂ|fynunuunling Classl
Tyn FC |aFy BPAC RCCC BA EEIC JON WBS Amount Dpt_ASym OFY OB.
=1 jJa |29 |1s87 [TRI11L  [noonoo s00.00 (57 [3600  [1987 [a7:
E_IE 1937 [TRL11L (101000 271.00 (57 [3600 [1997 |a%:
E_IE 1997 [tRi111  [nooooo nooon o000 10000.00 [57  [3600 472
T
al ]
o | 0
Itern Tatal lm Accounting Glassifications Total: lm

Figure 1. Approval Query Window
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3.0 Viewing Document Information

3.1 Viewing Document Information

1. Click the Form button in the upper right corner of the Approval Query window (Figure 1).
When the form window appears (Figure 2), it will bein View Only Mode and cannot be
updated.

2. Click the function buttons to view Supplemental Files, Line Items, Transaction Notes, and
Accounting Classification Data.

3. Click the Exit icon to return to the Approval Query window.

#1.0.1 Automated Business Services System M=l E3
Action Edit Hecord Huery Help  ‘wWindow

Hlslz] <« - [2]20%] -] [Fl=E]e]

- |Ofx
AF Form 9 - Request for Purchase Supplemental Files | Line ltems i
Acct Class
Basic Information Return Notes
Qriginator: Dacument Mumber:
Form No. Prefix: Date: Status:
Appropriation FY: Amendment; NTE: — Total
Purpose:

Miscellaneous
Installation:
To:
Class:
Through:
From:
Contract No: NLT:

Purchased For: For Delivery To:

Line Item Statements

Header: -]
Footer: Z‘
o

B o

FRM-40202; Field must be entered,
Count; *1 <Lists

Figure 2. AF Form 9 View Only Mode Window
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3.2 Viewing/Adding Transaction Notes

Transaction notes may be added to any form and viewed.

3.2.1 Adding Transaction Notes
1. Click the Note button in the Approval Query window (Figure 1) to access the Transaction
Notes window (Figure 3).

2. Enter asubject in the Subject field. The name, title, phone, and date fields will be auto-
popul ated.

3. Press TAB on the keyboard to move the cursor to the Commentsfield.
4. Enter comments or information about the form.

CAUTION: Notesare permanently affixed to the document. Once saved, notes may not
be edited or deleted.

5. Click the Saveicon (F10).
6. Click the Return button to return to the Approval Query window.

NOTE: An entry in Transaction Notes must be made when a document is disapproved.

='| Automated Business Services System |v | -
Transaction Notes Return ud
: Mame: |copRpoz TWO T Tl |TEsT COORDINATOR [
Phone: 21893 Creation Date” |19-may-1997 12:23:17
Subject: |ayrogenerated Approval Process I\Iotel
Comments: |The creator of this note DID NOT Approve further action on this documen
T Wemz | B ]
Phone: Creation Date:
Subject:
Comments:
I Wem= | [ e | i
Fhone: Creation Date:
Subject:
Comments:
I Wem= | [ ]
Fhone: Creation Date:
Subject:
=1 Comments:
Figure 3. Transaction Notes Window
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3.3 Viewing Supplemental Files

Supplemental files may be attached to documentsin ABSS. An ABSSfile attachment is also
known in the ABSS software environment as an OLE object. To view supplemental files, access
the Supplemental Fileswindow.

3.3.1 Accessing the Supplemental Files Window

The three ways to access the Supplemental Fileswindow are:
1. for the drafter, theinitial data entry window for all forms
2. for al userswith query capabilities, the Query window
3. for those users with approval roles, the Approval Query window

3.31.1 Data Entry

Supplemental file attachments can be viewed, added, and updated by the document drafter when
in draft status by clicking on the Supplemental Files button.

Note: Documents are in draft status during initial form entry or when a document is
disapproved back to the user.

3.31.2 Query

Supplemental files processing can be entered directly or indirectly form the Query window.

To enter supplemental files directly:
1. Query adocument.
2. Click the Supplemental Files button from the Query window.

Note: Users can view OLE contents through the associated program. OLE activation allows
editing OLE data objects.

Note: Changes cannot be saved to the database.

To enter supplemental filesindirectly:
1. Query adocument
2. Click the Form button.
3. Click the Supplemental Files button on theinitial data entry window of the form.

Note: Users can only see a list of supplemental file attachments and can not view the contents.
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3.3.1.3 Approval Query

Supplemental files can be viewed and saved by clicking the Supplemental Files button that isin
the Approval Query window (Figure 4) or in the form’s initial data entry window.

Automated Business Services System

Achtion Edt Recod Ouery Help Window

o | Blaf ] «| <[ 2[RI > > A= TS P |

Automated Buzineszz Services Syelem

Approval Query Form | Note | Sian [
Sign History | Supplemental Files
Dacurmen Humber e
il WIEL gﬁmﬁmmmﬁgﬁm RCEC F.Em“f.%_uIMMIMBJ_.
DLE3456TED B 576 F SUBRITTED | i z
1234 376 | SUBNITTED | i ETS
[r5565TRDI00 Lsse [ [F_kPPROVED | | A2z
«| [i5565TADION o [L5sE | [ arpeivED [loLooe [s2z | | 5,000
- i
Accounting Class INFOConnect LOGON | Transfer | Accept and Print | Accept | Disapprove [
View Malch Line Hem to Acct Line Edemal Routing  [Modidy Accounting Cla
Tvo FC |AFY  BPAC RCCC  BA  EEIC  JOM WHS Amount Dpt ABym  OFY F_l_lﬂ
L | riﬁ L858 [BEOGTS | | ! | 1.00 [57 |'.1ﬁnn 1998 (472
(F1 | | | | |
. I |
(1 | | | [
AT T | [ ] | I | [ T
LIS 2
Iterm Total: 1.00 Accounting Classificakons Tolal [‘““W

Figure4. Approval Query Window
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3.3.2 Viewing Supplemental Files

1. Click the Supplemental Filesbutton in the upper right corner of the Approval Query window
(Figure 4).

2. When the Supplemental Files window appears (Figure 5), double click thefileicon in the
File Data field to access the supplementa file.

3. Closethefileto return to the Supplemental Fileswindow.

4. Click the Return button to return to the Approval Query window.

='| Test Automated Business Services System
Action Edit Record Query Help Window
Blal] JJd2IREDD] [FlElE] [€P]
=| Forms 4.5 (Hunform] | i | -
Supplemental Files Return
Subject: | JTE TEST SUBJECT Document: F4471480100
Subject: Document:
Subject: Document:
Subject: Daocument:
Created By. ERATTON JANICE T Phone:  lggz-1893 Date:  |2s-mav-1997 |
Madified By: Phone: Diate:
File Data:
Paintbruszh Picture
To insert file--place mouse pointer in File Data area
click right mouse button for menu.

Figureb. Supplemental Files Window
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3.4 Viewing Approval Signatures

Access the Signatur e Block sub-window (Figure 6) from the Approval Query window for the
document.

3.4.1 Viewing The Approving Signature Block Sub-window

1. Click the Sign button in the upper right corner of the Approval Query window (Figure 4).
2. The Document Transaction/Signature Block window will appear.

3. Scroll through the list of signatures using the scroll bar to the left on the Signatur e Block
sub-window.

4. Click the Return button to return to the Approval Query window.

='| Automated Business Services System |v | s
Document Transaction \M ]
AFY: 1997 Faorm: |9 Document: |71390100 Amend: [BAZIC  Status: |APPROVED
Furpose. | zran a
Signature Block
— ; Print
[+] Type: |SUBMITTED| Date:|19-May-1997 0%9: 56: 36 arder: |1
= Marme: |Tio USER , N/A
ey ALTO
Title: |TEsT 1TTSER Sign:  |Y¥
T y Print
YPB. |COORDINATED Date:|19-May-1997 10:02:25 R
Mame: |Tyo CooRDOZ , H/A
o ALTO
Title: |TEST COORDINATOR Sign:
: Print
TyPE |APPROVED Date:|19-May-1997 12:49:30 Order:
Marme: |oNE APPROVER , H/A
el ALTO
5] Title: [ TEST APPROVER Sign:

Figure6. Signature Block Sub-window
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Note: The approval flow assigned to the formis shown in the Signature Block sub-window
(Figure 6). Theuser can view the steps that the form has been approved through, the
name and title of the approving official, and the date and time of approval.

The number in the Print Order field in the Signature Block sub-window designates the
number of the signature block and the order of the signatures when printed on a hard
copy of aform. The order that signatures are printed is also based on the form type.

If the AUTO Sign field containsa “Y” (yes), then //SIGNED//” will be printed in the
signature block designated by the value inRhiet Order field.
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3.5 Viewing Signature History

From the Approval Query window you can access the signature history for adocument. The
Signature History window displays all approvals and disapprovals of the document since it was
originally submitted.

3.5.1 Viewing the Document’s Signature History Window

1.

Click the Sign History button in the upper right-hand corner of the Approval Query
window (Figure 4).
The Document Transaction/Signature History window will appear (Figure 7).

Scroll through the list of signatures using the scroll bar on the left of the Signature History
sub-window.

Click the Return button to return to the Approval Query window.

i ¥1.0.1 Automated Business Services Swstem S [=] B3
Ach

ion Edit Record OQuery Help 'window

Blalls] <[ -2l -[~] [EEld]

|

=] B3
Document Transaction Return =
AFY: 1987 Fatm: 9 Document:  [FO4343727300201 Amend: BA3IC  Status: |SUBMITTED

Purpose! | for testing

Signature History
=

! Drate:|30-3ep-1997 13:12:33 Sequence: 11
MName: i FOTR
Title: TRATNING

Status! | sUEMITTED Date;|30-5ep-1997 13:15:53 Sequence: |2
Mame: [ISER FOUR
Title: TRAINING

Status: Diate: Seqguence:
Marme:

J Title:

i o

Type of Signature Block
Court: *2

Figure7. Signature History Sub-window
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4.0 Modifying the Accounting
Classification Information and
Changing the Fund Type

Viewing or modifying a document’s accounting classification information is accomplished from
theApproval Query window. If the document’s accounting classification information is
changed, the Approving Official must enter a reason for change note and submit an e-mail
regarding the change to at least one other individual in the document’s authorization flow.

4.1 Modifying the Accounting Classification Information

1. To access the Accounting Classification form for a particular fund type, clid¥ tdéfy
Accounting Class button in the upper right corner of tAecounting Class View sub-
window (Figure 4).

2. Select the current fund type by clicking the appropriate radio button Futie Type
Selection window (Figure 8). The Accounting Classification Form for that fund type will be
displayed (Figure 9).

. Fund Type Selection !E .
COUHT TOTAL
W Fumnd Type L 1 30,000.00
(" Fund Tvpe B 0 . 0o
" Fund Type C 0 .0a
" Fund Type E 0 .an
i Fund Type 7 0 .0
" Fund Type L 0 .00
" Fund Type M 0 .0a
TOTAL ALL FUND TYPEZ 30,000.00

Figure8. Fund Type Selection Window
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E'ﬂ Automated Buszineszs Services System mEE

Action  Edit

Fecord Query Help  Window

und Type A _ (O] %]
=1 = T R R = A =1 .
Fund Type A Mext record Return | Fund Type
Change Fund Type
1= Form:|” Document Numher:lF!.BL—"\.’J.8132DliJiJ Lmend No:|cn
Purpose:TRATNING FOR FETER STATUSIET APPROVED
W Dept:'? F!(IlQQS ]Ipprup:lSGUU Li_mil 0111998 PY=|
BPRC:W RCCCW EEIC:[140 PEC55507F ADSHE57100
DODARD JFz7900 ESP: CARS O
WS WO CSIr ] DD Cat:l— sc1_
T‘.F:|5_ rc:| FSR: | PSR: DSR mcii
ORC fOBRN: 4721 ]hmu.nt:l 30,000.00 CSH: ACRH: I_
Form Document Num.ber:l Amend HD:I
Purpose Gtatus: I—
FC: |7 Dept:l— Fl':l Approp: | LilTr'Lt1 l]'.'£1 PY: |
BPAC: RCCC :|— EEIC: PEC: ADSH: |—
DODAAD : Esp  CARS 'm“:l
WBS : WOH#: csx:l_ a: DOD Cat:I— sc:|_
T‘U’:|_ PC:I FSR: | PSR: DSR saci—
&4 ORC FOBAN: |_ ]hmu.nt.:l CSH: ACRH: |_
FUND TYPE 4 All FUND» TYFES Item Total
TOTALS :| 30,000, 00 | 30,000, 00 .on i
Mewt record
Count; *1

Figure9.

Accounting Classification Form (Fund Type A)

3. Modify the accounting classification information as necessary and click the Save icon (F10).
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4. Enter aReason for Change note when the Change in Accounting Line window (Figure 10)
appears. Entering anoteis mandatory.

M ¥1.0.1 Automated Business Services System

Action  Edit Block Field Record Query Window Help
¥ CHANGE IN ACCOUNTIMG LINE =l E3 |

Change in Accounting Line Notification List ]

From: IFLIND TvPE:& EEIC: 5C: PC: B&:

To: ]FUND TPE:.J EEIC: SC: PC: B&:

Reason for Change

—_———————————
Lount "0

Figure10.  Changein Accounting Line Window
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5. Click the Notification List button to access the Email Notification List window (Figure 11).
Click in the check box next to an individual’s name to send an e-mail concerning this action
to them. At least one individualust be selected.

6. Click theSend Email button and th®©k button in the dialog boxes to return to the fund
type’s Accounting Classification Form

w ¥1.0.1 Automated Business Services System [ [O] x]
Action Edit Block Field Becord Query Window Help

7% EMAIL NOTIFICATION [_ O] ]
Email Notification List Send Email

r |FDUR USER , Nik |SU‘BHITTED =]

|
|
A |
|
|

Figurell. Email Notification List Window
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4.2 Changing the Fund Type

1. Toaccessthe Fund Type Selection window (Figure 8), click the Modify Accounting Class
button in the upper right corner of the Accounting Class View sub-window (Figure 4).

2. To select acurrent fund type, click the appropriate radio button in the Fund Type Selection
window. The Accounting Classification Form for that fund type is displayed (Figure 9).

3. Click the Change Fund Type button to access the Change Fund Type window.

4. Select anew fund type by clicking the appropriate radio button in the Change Fund Type
window.

Note:  When reviewing documents with more that one current fund type, click the Fund Type
button on the document’s fund type Accounting Classification Form to return directly to
the Fund Type Selection window. Click any current fund type to toggle directly to it.

5. Ensure the information on the fund type’s Accounting Classification Form is correct. Click
theReturn button.

6. Click theYES button in the dialog box to save the change and emeason for Change
note when th€hange in Accounting Linewindow appears. Send a notification e-mail as
described in Section 4.1.

7. If the changes anmot saved, you will return to th&pproval Query window.

8. Click OK to confirm the action. Thapproval Query window will appear with the updated
fund type information.
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5.0 External Routing

Everyone in the authorization list of a document (except the drafter) may submit a coordination

reguest to one or more external agencies for approval. This coordination request may be sent by

e-mail simultaneously to multiple external agencies at any step in the document’s authorization
process. External routing is accessed usingiter nal Routing button in theApproval

Query window. The document can only be approved by external agencies when it is in external
coordination.

Once a document is submitted to an external agency for review, the sender can not create any
further action on the document until all agencies have responded with an approval or disapproval.
This precludes the document from being sent to a second list of agencies simultaneously. The
External Routing button, as well as all other action buttons, is disabled until the document is
returned.

When a document is submitted to an external agency for review, the document status is changed
to IN_EXTERNAL and remains that wayntil all agencies have taken action. At that point
the status changes to either:

« EXT_APPROVED if ALL agencies approve or

+ EXT_DISAPPROVED if one or more agencies disapprove
Once the document has been approved by all the selected external agencies, the sender will be
notified by e-mail and the document can then be processed through a normal flow. If the

document is disapproved after the external coordination, the external coordination remains in the
document.

Any individual in an organization can view tBegnatures window using theSign button in the
Query or Approval Query windows to verify that external coordination has been accomplished.

5.1 Supplemental External Routing Facts

» Agencies identified for external approval appear inSigaatur e Block sub-window.
Before an agency representative approves the docuRENDING appears in thBlame
field for that agency. After the document is approved, the Approver’'s name will appear in
theName field. If the document is disapproveREETURNED will appear in thédName
field for that agency.

» Once an agency has been identified for external review, the signature block of that agency
remains visible on th8ignature Block sub-window regardless of further action taken on
the documentException: when a document has been disapproved back to DRAFT status.
When a document has been disapproved baDIRIOFT status, all agencies and Approving
Officials are removed until a new approval routing has been selected. Any external
approvals previously given will have to be resubmitted for signatures in order for the agency
signature block to appear.
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» A message window will alert the sender when a document has been sent for external
approval more than once. The message will identify the agenciesin the original list and
guery the user to send or to not send the document to that agency again. If the user electsto
resend, the Name field in the Signatur e Block sub-window will revert to PENDING until
an approval or disapproval action istaken. If the user elects not to resend, the text in the
Name field will be retained as a result of the original action (Approveaisie for an
approval RETURNED for a disapproval).

5.2 Accessing External Routing

1. Click theExternal Routing button on thé\pproval Query window (see Figure 4) to access
the External Agencies window (Figure 12).

2. Click the box to the left of the agency to select it.

3. If desired, click theAuth List button to view the authorizing officials for that agency. Click
theReturn button to return to thExternal Agencies window.

4. Click theRoute button.
5. Click OK to acknowledge the action.

gl FIRE DEF

[ |[SAFETY

Figure12.  External Agencies Window
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6.0 Alternate Routing

Alternate routing allows a designated user (one user per flow) to reroute a document after it has
been submitted.

Note: Routing flows are set up and maintained by your resident Module Manager .

6.1 Accessing Alternate Routing

1. Inthe Approval Query window, select the form you want to approve.
2. Click the Approve button in the Accounting Class View sub-window.

Note: If you are approving at a level that allows for alternate routing, the Routing Lists
window will display (Figure 13). The Routing Lists window shows the alternate routes
that have been defined for the authorization list in which the form was submitted (the
form in Figure 13, was submitted for “RCCC 123456, as identified by the values that
appear in theList Type andCode fields).

8 ROUTING M= E3
Routing Lists Approve
| Approval Steps
Return
List Type List Subtype Code
J RCCC STANDARD 123456
RCCC COMTEMPLATED 123456

Figure13.  Routing Lists Window

3. Click the alternate route for the form to follow when approved.
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4. Once you have selected the aternate route you want the form to follow, click the Approve
button to approve the form. A dialog box will appear indicating ABSS has approved the
form.

5. Click the OK button to acknowledge the message. ABSS will return to the Approval Query
window.
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7.0 Matching Line Items to Accounting
Lines

7.1 Matching Line Items to Accounting Lines

1. Select adocument from the Approval Query window.

2. Click the Match Lineltem to Acct Line button to accessthe Line Items/Accounting Lines
window (Figure 14).

3. Look for unmatched line items.

4. Match each line item to an accounting line by typing a two-character designator in the Suffix
field. Then, type the same designator in the corresponding ACRN field in the Accounting
L ine sub-window.

A Automated Business Services System =] x]
Action Edit Hecord Guery Help  Window

£ Line Item "Suffix" to Accouting Line "ACRN" Matchup

B =T I I S 2 A T B
LINE ITEMS Diocument Mumber |F333LGBSSlDSDD Return |
Line
RNum  Suffix Description Lnits Gty LInit Price L
1] A car, hlack, fast EL 3 45000 1
1 EE FUEL, HIGH OCTANE, UNLEADED GL 259 1.05%9 z

ACCOUNTING LINES

ACRN FT RCCC EEIC JON WHS Amount AFY BPAC FPEC Dept  Ap
ExS E 135000 19499 TE1111 65507F 57 3
EE L |FOSDFR (501 274,28 1999 65307F 57
[
4| | : |
Count: *2 |

Figurel4.  Lineltem s/Accounting Lines Window
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8.0 Approving the Document

Approve a document from the Approval Query window. When the document is approved,
ABSS automatically sends arequest for action e-mail message to the next Approving Official in
the document’s authorization flow.

8.1 How to Approve a Document

1. Click theApprove or theApprove and Print button in theApproval Query window
(Figure 4).

2. Click OK in the dialog box to confirm the actionacknowledge error prompts indicating
that the document is not ready for approval.

An electronic facsimile of a signature is applied at the certification level. Only those individuals
with the authority to sign will have the electronic signature privilege.

8.2 MART Validation for FSR and PSR

ABSS performs a routine to extract the correct FSR and PSR values from the GAFS “PSR” table each
time an accounting line is saved. This routine is called MART Validation and will activate whenever a
user enters accounting line data for a selected fund type/fund code combih#ti@MART validation
routine cannot find a valid FSR/PSR, then the FSR and PSR fields will be left blank. The message in
Figure 15 will appear for Resource Advisors and Certifying Officers when an accounting line is entered
or updated and an FSR/PSR pair is not retrieved.

Figure15. Failed Retrieval Message

The FSR and PSR fields will allow manual data entry, however. If a Certifying Official enters an FSR or
PSR and ABSS either cannot find a valid FSR/PSR or retrieves a pair that is different from the manually
entered data, then ABSS will offer the user the option of keeping the manually entered data or the
retrieved data. (See Figures 16 and 17 for sample option messages.)
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Forms

You have entered FSF: 55555, PSA: GB6E
(] far thiz Accaunting Line. There was no
H FSRAPSH retieved. Do you want bo continue

the zave process with the data pou entered?

Figure16.  Sample message when ABSS cannot find a match

Forms i

You have entered F5R: 001635, FSR: 007333
(] for thig Accounting Line. The FSR/PSR retrieved is
) L FSR: 001636, PSR: 007852, Do you want bo continue
the zave process with the data vou entered?

Figurel7.  Sample message when ABSS finds a pair different from the user’s.

If you believe you have entered a valid accounting line and ABSS does not return an FSR/PSR

pair, you should research the official FSR/PSR address list to determine if the line you entered is

valid. If your accounting lineis new, then you must request that an FSR and PSR address be

built in GAFS. The override feature described above is intended to allow avalid accounting line

to be created and committed even if the full FSR/PSR address has not yet been inserted in the

“PSR” table via the nightly batch processing. Be sure the data you have entered is complete and
correct, however, before using the override feature. The inability of ABSS to find a match will
usually be caused by incorrect data in the accounting line.
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The data elements used to check for valid accounting lines are shown in the following table. All data
elements must match before ABSS can retrieve an FSR and PSR.

Note: If the system retrieves multiple FSR and PSR records, then the record with the smallest
PSR number is used.

Data Fund Type

Element A B C E J L M
Fund Code X X X X X X X
AFY X X X X X X X
OFY X X X
BPAC X X X X
FMSCASE X
RCCC X X X X X X
EEIC X X X X X X X
PEC X X X X X
DODFC X X
BA/MFP X X
MPC X X
CSN X X X X X
SC X X X X X X X
ESP X X X X X
PC SMA X X X X X X X
TV X X X X X X X
OBAN X X X X X X X
FMS X
Csl X X X X X
CD X X X
AG/SAG X X

The following notes explain some of the field-specific logic used in the above table.

1. For fund type B, when avalueis entered in the ABSS BAAN, the BAAN value is compared
to the GAFS EEIC, and the ABSS BPAC is not used in the validation. If thereisno ABSS
BAAN, then the ABSS BPAC is compared to the GAFS BPAC.

2. For fund type C, when an ABSS MPC is entered, then the MPC is compared to the GAFS
EEIC. If no ABSS MPC is entered, then the ABSS EEIC is compared to the GAFS EEIC.

3. For fund type E, the ABSS FMS CASE is compared to the GAFS BPAC. When an ABSS
MPC is entered, then the MPC is compared to the GAFS EEIC. If no ABSS MPC is entered,
then the ABSS EEIC is compared to the GAFS EEIC. Also, when an ‘X’ is entered in the
fourth position of the ABSS FY, it is converted to a blank before it is compared to the GAFS
FY.

4. For all fund types, when comparing the CSI and CD, ABSS looks for the CSl in the first
position of the GAFS CSN field and the CD in the second position of the GAFS CSN field.
You can enter a CSI without a CD, but you must have a CSI when using a CD.
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9.0 Disapproving the Document

Disapproving a document is accomplished from the Approval Query window. ABSS requires
the disapproving official to enter a note regarding the disapproval. Users may access notes
relating to the document from avariety of locations within ABSS.

9.1 How to Disapprove a Document

1. Click the Disapprove button in the Approval Query window (see Figure 4).
2. The DISAPPROVE window (Figure 17) will appear listing all completed approval steps.

3. Select the approval level to which you want the document returned, then click the
Disapprove button at the bottom of the window.

o V1.0.1 Automated Business Services System =] E3
Action Edit Block Field Becord Querny window Help
& ¥1.0.1 Automated Business Services System M=l E3
Gl =10 x|

Disapprove to Level:

2 SUBMITTED

3 RA_APPR

4 AFFROVE

] Fm APPROVE

Disapprove Cancel

Figure18. DISAPPROVE Window
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4. Inthe Disapproval Note window (Figure 18), enter areason for disapproval in the
Commentsfield.

5. Click the Return button to access the Email Notification List window (Figure 19).

B | Blel ] =<2 eE=]=] A=l
Disapproval Note Return |
MHarme: Title:
Phone: Creation Date:  |zo-JaN-1999 15:41:15
Subject: eazon for Disapprowal
Comments:

Figure19.  Disapproval Note Window

6. Select the boxesto the left of al the individuals to receive the disapproval notification note
asrequired. Sending at least one disapproval note E-mail messageisMANDATORY.

7. Click the Send E-mail button.

@

Email Notification List Send Email !

[~ |owE 7. vsER , Wi [suenITTED M_j
[ Jove ea, mra [T |
r jom: RA , H/A 1APPRDVE

[ |ows me | win [P aprRovE

| [ |

Figure20.  E-mail Notification List Window
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8. Click OK in the subsequent information windows to confirm the action.

All of the selected individuals will receive an e-mail message regarding the disapproval. The
form statusis then returned to the selected disapproval level and all approval signatures will be
removed. The Signature History table will retain alist of all approving and disapproving
signatures. Approval routing will need to be re-accomplished once the change/correction to the
document has been made and the form has been re-submitted.

D-27



ABSS Software User Manual Version 1.0.1 Appendix D - Resource Advisor’s Guide

10.0 GAFS Download - Reconciling
Unresolved Documents

The GAFS reconciliation process provides the user (the Resource Advisor only) with the ability
to manually link, create, or delete unresolved documents that have been downloaded from GAFS,
on anightly basis, but did not link through the automated nightly process.

10.1 How to Reconcile GAFS-Based Documents with ABSS
Documents

1. Loginto ABSS and select the Financial Transaction option from the Business drop-down
menu. The Financial Transactions Module window will appear (Figure 20).

Ext Enty Ouery Process JOREH Repots Help  Swindow

0 Forms 4.5 [Runform) GAFS Reconciliation HiE=E

FOE OFFICIAL USE ONLY

Official TS gowernment system for authonzed use only.

Do not discuss, enter, transter, process, or transmit classified
sensttive national secunity mformation of greater sensitivity
than that for which this system is authorized Use of this

systetn constifutes consent to security testing and monitoring,
TTnauthorized use could result m criminal prosecution.

FOR OFFICIAL TUSE ONLY
This application contains data subject to the Privacy Act of 1974,
DISCLOSURE: Personal mformation provided on thas form is given on a voluntary basis.
Falure to provide this mforrmation, however, may result in mehgbility.

AUTHORITY: SEE HELF MENU ITER FOR INDIVIDUAL FORIWS

Figure2l. Financial Transactions Window

2. Click the GAFS menu option followed by the GAFS Reconciliation sub-menu option. A
split sub-form will appear (Figure 21) to link any unresolved GAFS documents with ABSS
related documents.
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@Qction Edt Becord Query Help ‘wWindow _iE’L)_(_I

. 1| 58 < < (7 [

Cancel/Exit query mode

Unresolved GAFS Data Query ABSS Data |

= FlM: Hoooonoess4T001 Post Code: ﬁc Forrr: |Fc Error
RCCC |sHFos0 EEIC: |s1a50 JOMN: looo35014 Effective Date: |oz-Map-a9 Delete

1]

FER: lnnsnz4 PSR: (317787 DER: [nagassz RefDoc: I
Amount; 200,000.00 mafr Diata: I

| Message:

J Document Mumber: |HDDDDDDQQE4I001 GAFS ID: I 1499531

Document Number Accounting Classification Link_| Create |

AR |F0rm Document Mumber Amend  RCCC FSR PSR DSR  EEIC JON
MIFC HOOOODBE472102 BASIC |256045 00224z 197791 071834 |592 09936045

1937 IFC [HONDOOEG 472102 L 256045 (002242 (197791 (0715834 (05920 (99935045

1997 |FC 00000GE472103 ASIC (256010 |00zZz42 (197654 (000000 (592 9993010

1937 FC 00000GE4721035 L Z56010 (00zZ24z (197654 (033271 J0S920 (99935010

= 4 | »

-
1| -

Appropriation Fizcal ear of thiz Accounting Clazsification
Count: 4 Y

Figure22.  Unresolved GAFS Data Window (Generic Queries)

The top portion of the form, Unresolved GAFS Data, will be used to query and select

unresolved GAFS documents to be linked or deleted from the system. The bottom portion of the
form, Document Number Accounting Classification is used to query and display the user’s
ABSS documents that are accessible for linking. Initially the upper and lower sections of the
form will be blank (no data will be displayed in either th& esolved GAFS Data or the
Document Number Accounting Classification sub-window). The result of performing generic
gueries in each of the sub-windows is shown in Figure 21.

The type of data that will appear in either of the sub-windows is based on the query criteria
entered. To perform a generic query, clickGheery icon on the menu bar. A generic query in
the upper sub-window will return all procurement documents created by your agency as well as
all contract documents created by any agency in your ILC. A subset of the ABSS or GAFS data
can be queried by entering specific criteria in any of the fields in either of the sub-windows.

For example, if you wish to link a GAFS unresolved AF Form 9 document to an ABSS AF Form
9 document, you need to perform two queries. Enter the form type Fothecolumn of one of

the sub-windows and execute a query for that window. Repeat this procedure for the other sub-
window using the same form type. TQeery ABSS Data button in thdJnresolved GAFS

Data sub-window allows a user to quickly perform a generic query in both sub-windows without
having to move the cursor. Perform a generic ABSS data query by clickiQuéng ABSS

Data button twice: the first time to move the cursor and the second time to perform the query.
To selectively query ABSS documents usingGhesry ABSS Data button, click the button

once. Enter your selection criteria in the appropriate field, and then click the button again. The
selected query will return only the records of interest.
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Documents/contracts linked or created viathe reconciliation process can be viewed from within
the GAFS query window. Refer to Appendix K ABSS Interfaces for information on viewing
linked or created GAFS documents/contracts.

10.2 Linking a GAFS Document/Contract to an ABSS
Document

Clicking the Link button will link a GAFS document/contract that is displayed in the
Unresolved GAFS Data sub-window to an ABSS document that is highlighted in the Document
Number Accounting Classification sub-window. During the linking process, the linking status
will be displayed. When the GAFS document/contract successfully links to the selected ABSS
document, it will be removed from the Unresolved GAFS Data sub-window. However, an error
message will display if an error occurred during the linking process. If an error occurs, the
linking process will be terminated and the GAFS document/contract will be kept as an
unresolved GAFS dataitem.

10.3 Creating a Pseudo Document in ABSS

A pseudo document can be created in ABSS for the GAFS document of interest, should no
ABSS documents exist to link the desired GAFS document against. To create a pseudo ABSS
document perform the following steps:

1. From the GAFS Document Query window, select the GAFS document in the Unresolved
GAFS Data sub-window.

2. Click the Create button located in the upper right half of the Document Number
Accounting Classification sub-window. The Create ABSS Transaction window will
appear (Figure 22). Thiswindow displays fields containing the form type of the document to
be created, the Document number, and awork breakdown structure (WBYS) if available.

The user may enter a reason for the form’s creation iRuhpose field.

Note: When a pseudo document is created, selected, or queried in the Query window, the Print
icon on the menu bar at the top of the window, as well asthe File, Note, Sign, and
Supplemental Files buttonsin the upper portion of the window will be disabled and
appear light gray in color.
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Action Edit Becord Guery Help  Window _lﬁliggj
7 | . * s e e |
I Sl <| < 12 |Bi% ] [ a] =l |
ﬂ
Unresolved GAFS Data Query ABSS Data |
= FIIM: Hoooooosas41004 Post Code: ﬁc L Error
RCCC: f211203 EEIC: ls1950 JOMN: fagasn000 Effective Date! loz-Mar-39 Delete
FSR: foo7as7 PER: |z12339 DER: fnzona? RefDoc;
Amount: 20,000.00 Maft Data: I
Message:
|' Eﬁ Create ABS5 Transaction I s GAFS 1D lm
= Form type Document number -
D Link | Create
IFC ﬂ II-IDDDDDDQQG4IDD4
"
Purpose DSR_ EEIC  JoN
F 071534 (592 99935045
F ’ 071834 [05920 (99936045
F L joooooo (5ez 99935010
F L fo3zz7l osszo [essssolo
- Ok | Cancel | ’_I

Short descrption of tranzaction
Court: *0

= : [—l

Figure23.  Create ABSS Transaction

Should the selected GAFS document not have a definable form type displayed in the Form type
field of the Create ABSS Transaction window or one that is defined as unknown (UNK), select
one from the field’s.ist of Value options. Once a valilorm type has been entered, click the
Ok button to continue creating the document.

Note: To terminate the creation of the document, click the Cancel button. If you chooseto
Cancel, you will be returned to the Unresolved GAF S Data/Document Number
Accounting Classification window.

10.4 Deleting a GAFS Document/Contract

A Delete button has been provided in tbearesolved GAFS Data sub-window to aid in

managing the GAFS unresolved data. This button allows the user to remove any invalid GAFS
unresolved documents/contracts. To remove an unresolved GAFS document and/or contract
from theUnresolved GAFS Data list, select the document/contract of interest, then click the

Delete button. The document/contract will be removed from the list and placed into a holding
table. To reactivate the deleted document/contract, contact the Help Desk personnel or your local
DBA.

10.5 Error Messaging

TheError button, located in thenresolved GAFS Data sub-window, can be used to tag a
GAFS document/contract with an error or warning notice, perhaps identifying additional research
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isrequired. The error message will be displayed in the message field of the Unresolved GAFS
Data sub-window.
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